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Outlook 2011 for Mac
Contacts

Working with the Contacts

800 G
Preferences _ _ ontacts
(_Show Al |

1. Click Outlook menu | Preferences | Contacts.

f.} Street addresses

2.  Select the Default address format (USA by default). ettt adress format: [ TR -
3.  Select the Phone numbers default format. R
4. Define the sort when searching Contacts. EEE:S;M zp

5. Click the Red X to dismiss the Preferences dialog

box.

|IZ/ Phone numbers
@Auwmaticallv format phone numbers

Format: | (123) 456-7890 = Default area code:

42 Contacts search

In the Contacts Search pane, sort by: | Last Name

g E-mail address verification

|_| Check addresses of recipients before sending a message

Creating a New Contact

Click View menu | Go To | Contacts.; or click the E“_ S - .
. . . . = . <y e W N2
Contacts button in the Navigation Pane to display o ~
the Contacts. = TR A
1. From the COntaCtS, Cllck Contact. A blank Contact Save & Close : Delete : E-mail Meeting M Forward Map Categorize Follow Up  Private :
card window displays. m First Name]Last Name
Enter data on the General tab in the fields provided. Offce, Department, Company
TO add addltlonal data’ llke age, blrthday, General QOrganization Details Notes Certificates
Phone (+
anniversary, or spouse, click the Plus sign for Mobile : o oo
the Personal field.
Internet (&
4. To mark the contact private, click Private on the Work E-mail ¢ someone@example.com
toolbar. Address (&
- . . Work + Street
5. Categorize if desired.

6. Click Save & Close.

Arranging Order of Address Book

1. Click the column heading Arrange By. A list of possible fields to arrange by displays.
The default arrangement is to sort by Name.

2. Toselect a different sort, choose from the drop-down list.

ITC D For software training, contact the Computer Training Center (CTC) at 358-1111 or visit the

'_—\—._. 0 .
—————— | CTC Web site at http://itcd.hqg.nasa.gov/ctc.
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Sharing Contacts
You can share Contact cards as text or as a Vcard. Vcards import into any contact software, not just Outlook.

1.

2.

Share as text:

a.  Right-click on the Contact card and select Copy Contact Details.

b.  Create an Outlook e-mail and right click in the body.
c. Select Paste.
Share as a Vcard (.vcf file type):

a.  Highlight the contact and click the Forward button. The Contact card will be attached to an e-mail in the

Vcard file format.

b.  You can also Forward within the contact card itself. Open the card and click the Forward button.

Finally, from the Contact list, right-click on the contact card and select Forward as Vcard.

Creating a Contact Group

1.

© O N o :

From the Contacts, Click Contact Group. An Untitled Group
window displays.

Enter a name for the group in the field provided.

+

Click the Plus sign to add contacts to the group.

Enable Use Bcc to hide user information so the others in the
group do not know who else is receiving the message when you
send e-mails using the Contact group.

To create an e-mail to the Contact group, click the E-mail button.

To send a meeting invite to the group, click the Meeting button.
Categorize if desired.

Click Follow Up to flag if desired.

Click Save & Close.
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Untitled Group
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Save & Close ~ Delete Add  Remove

A
E-mail  Meeting

Untitled Group

Use Bce to hide member information

Name E-mail
Kathleen O'Connor  kathleen.oconnor@nasa.gov
Phyllis Trouard phyllis_trouard@nasa.gov
Taylor, Joan D. (HQ... joan.d.taylor@nasa.gov
CECIL
Contacts and Recent Addresses
Brooks, Cecily M. (HQ-LM02... cecily.m.brooks@nasa.gov
. Cecily Brooks cecilymbrooks@yahoo.com
Directory
Penera, Cecilia A. (JSC-MO31... cecilia.penera@ngc.com
Rousseaux, Cecile S. (GSFC-. cecile.s.rousseaux@nasa.gov
Saltzman, Cecile A. (SSC-LA0O) cecile.a.saltzman@nasa.gov
Satterwhite, Cecilia E. (JSC-K. cecilia.e.satterwhite@nasa.gov
Savickas, Cecile M SSgt USAF__. Cecile.Savickas@patrick.af. mil
Shy, Cecil (JSC-ER511) cecil.shy-1@nasa.gov
. Sorrows, Cecil W Civ USAF A_.. Cecil.Sorrows@patrick.af.mil
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Categorize Follow Up

Other
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